
UNITED STATES  DISTRICT  COURT 

EASTERN DISTRICT  OF NORTH CAROLINA

Office of the Clerk

Vacancy Announcement No:   06-04

Position:  Clerk of Court

Location:  Raleigh, North Carolina

Salary Range:  JSP 15-17 ($105,755 - $142,445)*
*  Depending upon experience and qualif icat ions

Date of Posting: July 18, 2006            Closing Date:   Open until filled

Position Overview:  This posit ion is located in the Unit ed States Dist rict  Court  f or t he Eastern Dist rict  of  North

Carolina.  The Clerk of  Court  is a high level manager w ho operates under the direct ion of  t he Chief  Judge and the Court ,

w hich is comprised of  t hree dist rict  judges, t hree senior judges, and f our magist rate judges, w ho are located among f ive

court  sit es: Raleigh, New  Bern, Greenv ille,  W ilm ington, and Elizabeth Cit y .    The Clerk of  Court  manages the statutory

dut ies of  t he posit ion and oversees t he administ rat ive act iv it ies of  t he Clerk’ s Of f ice w hich has a staf f  of  44  employees.

Travel is required.  

Representative Duties:  The Clerk of  Court  performs dut ies and responsibilit ies w hich include, but  are not  lim it ed to,

t he follow ing:

• Consult ing w it h and making recommendat ions to the judges about  Court  polic ies and procedures;

• Hiring and assigning personnel;

• Preparing and managing the annual budget  at  t he discret ion of  t he Court ’ s Budget  Commit t ee;

• Overseeing the Court ’ s propert y ,  procurement ,  and f inancial management  programs;

• Direct ing staf f  responsible for t he processing of  civ il and crim inal cases, t he issuance of  process, and the

maintenance of  of f ic ial records in the custody of  t he Court ;  

• M anaging the jury  operat ions of  t he Court  and making recommendat ions to improve juror ut ilizat ion;

• Developing the Court ’ s currency w it h informat ion technology/automat ion and court room technology;

• Conduct ing special st udies as directed and preparing stat ist ical and narrat ive report s;  

• Designing and managing t raining programs; and 

• W orking w it h various government  agencies on mat ters necessary  to court  act iv it ies, including space and

facilit ies, and emergency preparedness.

Education/Qualifications:

Bachelor’ s degree preferred but  not  required. A  bachelor’ s degree f rom an accredit ed college or universit y  may be

subst it uted for a maximum of  t hree (3 ) years of  required general experience on t he basis of  one academic year of

educat ion equals 9  months of  experience. A  postgraduate degree may be subst it uted for one addit ional year of  required

general experience,  and a law  degree may be considered as qualif y ing for tw o addit ional years of  required general

experience.

A  minimum of  10  years progressively  responsible general administ rat ive experience in public serv ice or business w hich

prov ides a thorough understanding of  organizat ional,  procedural,  and human aspect s in managing an organizat ion.   A t

least  t hree of  t he 10  years of  general experience must  have been in a posit ion of  substant ial management  responsibilit y .

Know ledge of  of f ice automat ion including aut omated case management  systems and a w orking know ledge of  t he

Federal Rules of  Crim inal and Civ il Procedure and the Court ’ s local rules is preferred.  Experience in t he f ederal judic iary

is also pref erred. The successful candidate should be a leader, mot ivator,  highly  organized, and maintain a  professional

demeanor at  all t imes.  St rong interpersonal and communicat ions skills are required. 



Benefits:  Judic ial Branch employees are considered “ at  w ill”  employees and are not  subject  t o the employment

regulat ions of  compet it ive serv ice.   How ever,  judic iary  em ployees are ent it led to benef it s sim ilar t o those of  other

federal government  employees including:

C A  minimum of  10  paid holidays per year

C Paid annual leave in the amount  of  13  days per year for t he f irst  t hree years;  

20  days per year af t er t hree years; and 

26  days per year af t er f if t een years

C Paid sick leave in the amount  of  13  days per year

C Ret irement  benef it s

C Opt ional part ic ipat ion in the Thrif t  Sav ings Plan (TSP), Federal Employee’ s Health Benef it s,  

Group Life Insurance, Flex ible Benef it s Program, Long Term Care Insurance, Long Term Disabilit y

Conditions of Employment:  Employees are required  to adhere to t he Code of  Conduct  f or Judic ial Employees w hich

is available to applicant s t o rev iew  upon request .    Candidates w ill be subject  t o credit  and crim inal history  checks.  Final

candidate must  undergo a full OPM  background invest igat ion and sign consent  f or IRS tax check and consumer report

review .  Employees are required to use the Elect ronic Fund Transfer (EFT) f or payroll deposit .   A pplicant s must  be U.S.

cit izens or eligible to w ork in the United States.

Application Information:  Interested applicant s must  complete t he of f ic ial A O78  applicat ion f orm  along w ith six  (6 )

copies.  The AO78  is available at  ht t p:/ /w w w .nced.uscourt s.gov.   In addit ion, t he applicat ion package must  include a

cover let t er,  a detailed resume including salary  history , references, and a narrat ive st atement  addressing their

management  philosophy.  Travel and relocat ion expenses w ill not  be reimbursed.  

Application packages should be marked “Confidential” and mailed to:

U.S. District Court 

Attn: Human Resources Department

310  New  Bern Avenue, Room 434

Raleigh, North Carolina 27601

This agency prov ides reasonable accommodat ion to applicant s w it h disabilit ies.   The court  reserves t he right  t o modif y

the condit ions of  t his job announcement ,  t o w it hdraw  the job announcement ,  or to f ill t he posit ion at  any t ime before

the closing date (if  a c losing date is noted), any of  w hich act ions may occur w it hout  any prior w rit t en or other not ice.

The United States District Court is an Equal Opportunity Employer

http://www.nced.uscourts.gov.
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